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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


ADMINISTRATIVE INSTRUCTION 
NUMBER I 


31 December 1947 


SUBJECT! Accountability, Procurement and Library Service for Unclassi- 
fied Foreign and Domestic Bound Books and Periodical Subscriptions 


25X1 A 


1* Accountability 

Effective upon completion of the procedure outlined in para- 
graph 2 beloxv, j;he Reference Center will be accountable for all' un- 

h,rn S1 ^ ed f ° r !i^ an " domestic b0 ' j nd books and periodicals obtained 
by purchase with the following exceptions t 

(1) Documents, including captured documents, channeled to 
foreign Documents Branch for exploitation. 

(2) Desk dictionaries. Government Manuals, Style Manuals 
and such publications listed in the CIA Catalog of Office 
•Supplies as expendable items. 

(.3) Readily available English language periodicals and 
newspapers which are not designated as "Official Library Copies". 

2 * Transfer of Accountability 

OffirerVwfi 6 ^^ U +° n r T e ?? ipt of this instruction, all Responsible 
Officers wil l execute a L i brary Char i re Sheet, Form No. 29-15 (supply 

avai a e inj Services B ranch ), in quadru- 

plxvate listing unclassified bound books and periodical subscriptions 

^rrrr ° f ^ ° ffice * Tba original and two copies will P be 
forwarded to the Reference Center. 

transaction ' is completed, accountability is 
transferred to the Reference Center. The Accountable Property^ 

a T e authorized to drop unclassified bound books and periodi- 

° ij^° r t P T»° aS + : Crom * l ! eir st00k record accounts by submission of 
a Report of Inventory Adjustment, Form 36-16. 

and Reference^ Center will charge each unclassified bound book 

and periodical subscription indicated on the Library Charge Sheet to 
its property control accounts. 7 S 0 

<: oo The R ® feren< r e ? enter will, then, through informal negotiations 
dicals' l P °?! lbl f individuals, determine which of the books and perio- 
ds*™!, y a ^ sf ® rr ® d for accountability will be returned to the 
library and which will be retained by the responsible individuals 
on an indefinite loan basis* 
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e. The Reference Center will maintain controls for property 
accounting in .accordance with the existing procedures of the Property 
Control Division, Services Branch, A&M. 

f. All personnel being separated from CIA must obtain a signed 
clearance on Form No. 36-20 from the .Reference Center Librarian 
prior to final separation. 

3# Procurement 

a® All requests for purchase of books and periodical subscrip- 
tions should be directed to the Reference Center Library, Room 1433, 
"M*- Building, telephone extension ! ~~| 

4. Reference Center Library S ervice 

Reference Center Library service for unclassified bound books and 
periodicals provides: 

a. Circulation and loan facilities: 

(1) Normal limited loan period is two weeks. 

(2) Indefinite loans will be authorized whenever the docu- 
ment is required for continuing office research work. (Use of 
document more often than once per week defines an item required 
for continuing office research work*) 

b. A Central Reading Room stocked with current periodicals and 
references . 

o. Information and guidance in selection and acquisition of 
reference' books and periodicals. 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


executive for 

■ Administration and Management 

DISTRIBUTION: "A" 
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CENTRAL INTELLIGENCE AGENCY t f „ 

Washington, D. C. -'f 

/| T, 



ADMINISTRATIVE INSTRUCTION 
NUMBER r H 


, tP r " u 
. s lU" t 

/J-'-' 31 December 1947 

SUBJECT: Accountability Procurement and Library Service for Unclassi- 

ie 'orcign and Domestic Bound Books and Periodical Subscriptions 


/ 


25X1A 


1* Accountability 

eranh*' 3 ° 0mpl ^ i ^ of the Procedure outlined in para- 

graph .beiw, the Reference Center will be accountable for all un- 
classified foreign and domestic bound books and periodicals obtained 
by purchase with the following exceptions, P erlodl °als obtained 

p nrp -^ D °°uments, including captured documents, channeled to 
foreign Documents Branch for exploitation. 

„ , (2) u De v^. di ! ti011ari0S ' Government Manuals, Style Manuals 
and such publications listed in the CIA Catalog of Office 
Supplies as expendable items, 

newsnfLnc 6 ^ 1 ? aVaila k le En S llsh language periodicals and 
newspaper, which are not designated as "Official Library Copies". 

2 * Transfer 'of Accountability 

Offic^r^f^cT 11 7^ ipt °L thlS inst ™°tion, all Responsible 
avSl^e in f ^ Form No. 29-15 (supply 

InloTs 11 st ^- n S unol as s ified bound books an^periodicS subscriptions 

SSSTJJ »* «" -*» 

trar,^ P ^ 1 \ th !u ab ^ Ve transaction is completed, accountability is 
SrtS, * ? efarence °®nter. The Accountable Property 7 

ofv are authorized to drop unclassified bound books and periodi- 
cal subscriptions from their stock record accounts by submission of 
a Report of Inventory Adjustment, Form 36-16. 

c. The Reference Center will charge each unclassified bound book 
£ “ th * **? 

dicals so transferred for accountability wil] be returned to the* 

f ^ -spoLibS^diSduaL 

on an indefinite loan basis* 
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e. The Reference Center will maintain controls for property 
accounting in accordance with the existing procedures of the Property 
Control Division, Services Branch, A&M. 

f. All personnel being separated from CIA must obtain a signed 
clearance on Form No. 36-20 from the Reference Center Librarian 
prior to final separation. 

3« Procurement 


a« All requests for purchase of books and periodical subscrip- 
tions should be directed to the R eferenc e Center Library. Room 1433, 

"M" Building, telephone extension | | 25X1 

4* Reference Center Library S ervice 

Reference Center Library service for unclassified bound books and 
periodicals provides: 

a. Circulation and loan facilities: 

(1) Normal limited loan period is two weeks. 

(2) Indefinite loans will be authorized whenever the docu- 
ment is required for continuing office research work. (Use of 
document more often than once per week defines an item required 
for continuing office research work.) 

b. A Central Reading Room stocked with current periodicals and 
references. 

c. Information and guidance in selection and acquisition of 
reference books and periodicals, 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


25X1 A 

Executive for 

, Administration and Management 

DISTRIBUTION:, "A" 
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Washington, D. c. 
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SubsAiliS. “ B °“ J **» **' 


|25X1A 


25X1 A 


instruction 

3.7 0 V ' 


As , (amended to. includes. 


> ^ .amG3 

c- -o 

1 "6. Covert Procurement or Booh* v n - ■ 

Books, Periodicals, & P ub li cat i ons 

purpose the Chief, Libra &*££? aVailab le for the 
co obligate and expend funds to^eff ' ’ allbbor; i.zed 

“f ff b ook S , periodicSf and °°T t 

«*W> SSi 1 fi Io! 


CHIEF, LIBRARY DP/. 


CHIEF, SPECIAL SUPPORT STAFF 
CHIEF, ADMINISTRATIVE STAFF 





date 



DAT E 

Idate 3- 0 Qf^f ,Vo 


# 
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1, It is proposed that paragraph la of Administrative Instruction bo 25X1A 

amended as follows: 

1. a. continued: 

Field Stations engaging in independent procurement of publications 
will be accountable for their purchases. Upon completion of use of 
accountable items and prior to disposal Field Stations shall send 
lists of such items to the CIA Library for inat ructions on disposition. 


2 . It is proposed that paragraph 3 of Administrative Instruction 
amended with the following: 


26X1 


25X1A 


c. The Chief of each Field Station shall submit to his home office by 
April 15 of each year a detailed estimate of the funds which will be 
required for purchase of books and periodicals for the ensuing fiscal 
year. Such estimates shall be incorporated in the annual book budget 
estimate of the home office for submission to and approval by the CIA 
Library. Fach controlling office, upon determination of its book bud- 


get, may reallocate funds to its Field Stations at its discretion, 
notifying the CIA Library, however, of proposed departures from original 
plans. 
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MEMORANDUM FOR: Assistant Director for Operations k" MAR 2 i 195(1 
Chief, Inspection and Security Staff 
Chief, Administrative Staff 
Chief, Fiscal Division 
Chief,' Services .Division 


SUBJECT : 
REFERENCE: 


Proposed change to Administrative Instruction Nfc # 


Memorandum from Assistant Director for Operations to 

Executive, 21 March 1^0, Subject: Procurement of STATINTL 

Reference Material 


.. •■•• Referenced memorandum was approved by the Executive on 21 

March 1950. To implement the approved recommen dation it is proposed 
to amend Administrative Instruction No. I ^as indicated below: 


"Paragraph 3a of Administrative Instruction No. I I dated 
therefor^ 61 * is rescindeci ^ the following is substituted 


STATINTL 

STATINTL 


3. a.. All requests for purchase of books and periodical 

.subscriptions shall be directed to the CIA Library. Chief 

Cataloging Branch, »M» Building, Telephone I 

'with' the exception of .field purchases by th 

Stations located abroad# 11 , 1 

2 * Please submit your concurrence or comments to this office bv 

iT'n'h 1 QCn . J 


STAT 

STATINTL 
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V ILL CIRCLE CLAL .* ICAT ION TOP AND BOTTOM) 


CENTRAL INTELLIGENCE AGENCY 

OFFICIAL ROUTING SLIP 









initialsI 






C&d- 


I N I T I ALSl 


DATE 


DATE 




Happroval 


~7~lACTI ON 

ZZICOMMENT 


J INFORMATION 
3 DIRECT REPLY 

-1 PREPARATION OF REPLY 


Dconcurrence 


RECOMMENDATION 


1 SIGNATURE 
] RETURN 
DISPATCH 
FILE 


REMARKS: aU -W? 

C jjjuJ k -***££■ 

SECRET CONFIDENTIAL RESTRICTED 


FORM NO. 
SEP I ® 47 
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SUBJECT: Acceptability, Kcccurement, caed Library Service for 
Itelassifiei Poreiga asfl Dosesiio Bound Bocks eM 
Periodical Subscriptions . 


1 . Adaiair-t^ativc Instruction 



rasadod to tecltdos 


n 6. Covert Procurcmjst of Bocks, Periodicals, & IbMioati om 

Within the licit of funds available for the 
purpose the Chief, Library Division, OSD, is osthorised 
to obligate ora! ©aspooi funds to effect tbo covert procure- 
©out of bocks, perlteietals, «*sS publications which ere 
not otsbmd.se available through vmri prooureaofct channels. 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


ADMINISTRATIVE INSTBU CTION 
No. | 


sly L ff 

sny>«J>vf, 

Dates 


SUBJECT: Accountability, Procurement and Library Service for Unclassified 
Foreign and Domestic Bound Books and Periodical Subscriptions 


L RocjMori;, Administration Instruction No* 


dated 31 December 1947 


1 # Accountability 

a* Effective upon completion of the procedure outlined in paragraph 
2 below, the Office df Collection and Dissemination will be accountable 
for all unclassified foreign and domestic bound books and periodicals, 
with the following exceptions: 

(1) Documents, including captured documents, channeled to 
Foreign Documents Branch for exploitation* 

(2) Desk dictionaries. Government Manuals, Style Manuals and 
such publications listed in the CIA Catalog of Office Supplies as 
expendable items* 

(3) Readily available English language periodicals and news- 
papers which are not designated as "Official Library Copies"* 

2* Tr ansfer of Accountability 

a* Effective upon receipt of this instruction, all Responsible Of- 
ficers will execute a Library Charge Sheet, Form No* 2J-l5 (supply avail- 


able in 


Services Branch), in quadruplicate 


listing unclassified bound books and periodical subscriptions in posses- 
sion of each office* The original and two copies will be forwarded to 
the Office of Collection and Dissemination* 


b* When the above transaction is completed, accountability is 


(j f 

- ~ nL . 
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transferred to the Office of Collection and Dissemination. The Accountable 
Property Officers are authorized to drop unclassified bound books and periodi- 
cal subscriptions from their stock record accounts by submission of a Report 

of Inventory Adjustment, Form No. 36-16. 

c. The Office of Collection and Dissemination will charge each^olas- 
sified bound book and periodical subscription indicated on the Library 

Charge Sheet to its property control accounts. 

d. The Office of Collection and Dissemination will then, through nego- 
tiations with responsible individuals, determine which of the books and 
periodicals so transferred for accountability will be returned to the 0CD 
library and which will be retained by the responsible individuals on an 

indefinite loan basis. 

e. The Office of Collection and Dissemination will maintain controls 
for property accounting in accordance with the existing procedures of the 

Property Control Division, Services Branch, A&M. 

f. All personal being separated from CIA must obtain a signed clear- 
ance on Form No. 3U-30, "Final Payment Clearance Sheet", from the 0CD 
Librarian prior to final separation* 

3* Procurement 

a. All requests for purchase, of books and periodical subscriptions, 
with the exception of those initiated by the Office of Special Operations 
for material for shipment to overseas stations, will be directed to the 
Office of Collection and Dissemination Library. 

It. PCD Library Service 

Office of Collection and Dissemination Library jfervice for unclassified bound bo 
books and periodicals provides: 

a. Circulation and loan facilities: ih.L 
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(1) Normal limited loai period is two weeks. 

(2) Indefinite loans will be authorized whenever the document 
is required for continuing office research work. (Use of document 
more often than once per week defines an item required for continu- 
ing office research work.) 

b. A Central Reading Room stocked with current periodicals and 
references. 

c. Information and guidance in selection and acquisition of refer- 
ence books and periodicals • 

FOR THE DCIs 


LTS 
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